Chapter 8
Reports

Chapter Overview

August 25, 2000

I ntroduction A report generates a summary or display of information. This chapter
addresses predefined, user requested reports. The modern DCPDS provides a
range of inquiry and reporting tools, including over 600 system-generated and

predefined user-requested reports.
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Responsibilities Y our accessto reportsis based on your assigned responsibility and
Component businessrules.
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Terms

Term

Definition

Example

Ad Hoc

User-created reports using a query tool.

List of Vacant Positions

Batch Print

Process which causes daily execution of
hard copy NPAs based on effective date
following futures. May be executed any
time during the day to produce an
individual NPA. Performed by the
System Adminigtrator.

Promotion
Changeto Lower Grade
Termination of Detail
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Chapter Overview, Continued

Terms (continued)

Term

Definition

Example

Concurrent
Processing

A feature that allows you to run a report
or application at the same time you are
using the system to process actions.

It runs reports and applications as
concurrent processes. Y our system
administrator may control the scheduling
of long-running processes, e.g., big
reports to avoid overloading your
system.

Futures

Process which causes other reports to be
executed. Should run nightly.

RPA Processing
Mass Pay
WGI

EUL

End User Layer. Encapsulates
complicated sequel statements normally
required to get the data into a user-
friendly ad hoc query tool.

Parameter

A report variable whose values you can
change each time you run a report.

SQL

Standard Query Language is an inquiry
language used to access relational
databases.

Standard
Request
Submission

Predefined reports you can choose by
entering a set of parameters when you
submit the report. These reportsrunin
batch mode, through concurrent
processing.

Date Position Obligation
expires.

Suspense

Managed by system administrator to
produce daily transactions due on that
date. Performed by the System
Administrator.

NPA-Conversion Dates

NPA-Termination of
Appointment

LWOP Expiration
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Chapter Overview, Continued

Report Types

The table bel ow outlines the main categories of inquiry and reporting tools

available.
Type Explanation
AdHoc Y ou can create your own ad hoc reports by using modern
DCPDS-compatible query tools. These techniques are not
addressed in thisUser Guide. Talk with your system
administrator for more information on creating ad hoc reports.
Civilian Y ou can also access the Civilian Serving Unit Application
Serving DataBase (CSU) database for predefined reports.
Unit
Application
DataBase
DateTrack |You can view the changes to datetracked information over time
History through Dated Information and DateT racking (described in
Chapter 4 of thismodule).
Inquiry These are primarily used for on-line viewing such as the RPA.
Windows | Folders (described in Chapter 7) are included in this category.
System These run automatically, based on business rules (same rules as
Generated |inlegacy DCPDS). Y our system administrator determines when
Reports systems generated reportsrun (i.e., during the day, overnight,
etc.). Thesereportsinclude:
- Suspense
RPA Processing
- Auto WGI
Payroll Reverse Interface
Mass Pay Process
- Specific Record Conditions
User These are predefined reports available to you through a List of
Requested | Vaues (LOVS), based on your logon responsbility (access
Reports privileges) and include:

7

Individual Record Information
Payroll Interface Report
Personnel/Payroll Reconciliation Reports

Note: Some reports are both suspense generated and user
requested, i.e., Notification of Expiration of Overseas Tour.
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System Generated vs.
User Requested Reports

System Gener ated User Requested
Suspense Individual Record Information
RPA Processing Payroll Interface
Auto WGI Personnel/Payroll Reconciliation

Payroll Reverse Interface

Mass Pay Process

Specific Record Conditions

System- The System Administrator manages System-Generated Reports. The normal
Generated sequenceis:
Reports 1. Run Suspense
2. Run Futures
3. Run Batch Print
The Submit Requests Window is the same for the System Administrators
and Personnelists when requesting reports.
SampleList of
SyStem- Reports
Gener ated Find  [%
Reports M ame Apolicatic
CPDF OCT Report Transmitkal Form Oracle Gi = |
CPDF Organization Component Tracking Report Oracle G
CPDF Status Feport Oracle G
CPDF Statuz Report Transmittal Form Oracle G
Doty Station Conversion Oracle G
Oracle G
3 Future Drated SF52 Due For Proc acle
Location upancy Report Oracle G _I
fdaze Realighment De-gelection Oracle G
[dass Realignment P Listing For All Oracle G
[azs Realignment P Listing for Employes Oracle G
fazz Realignment Preview Oracle G
fazs Salary De-Selection Report Oracle G
fdazs Salarp Py Listing for all Oracle G
fazz Salane PA Lizting far Emplavee Oracle G
fazs Salary Preview Oracle G
fazs Transfer In De-selection Oracle G
tass Transfer In PA List for Emplopes Oracle G
fazs Transfer In Pé Listing For &l Oracle G

fazz Transter n Prewies

A

Mracle [T
L3

Find |

Cancel |
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SampleList of
User-Requested
Reports
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August 25, 2000

Reports
Find |%
MNarme Application
Acouisition Data (AC0CT1) CI DD D Hi
Kscquisition Emplovee Career Brief (ACOBRT) CrDODHF
scheance Notice To Complete Action - Retirement Processing (RETCHE) CIWDODHR
scheance Notice to Complete Action - Retirerent Processing (To Civilian Pay) (P2 CIWVDODHR
ppraisal For Step Increase (WGE-04) CIDODHR
Career Brief - Retention Register Supplement (CARBRH) CIWDODHR
Cerification Of Investigation (INVEST) CrvDODHA
Civilian Employee Utility Brief (UTBRF4) ClvDODHR
Civilian Training Nomination (NOMRIF) CIWDODHR
Completion Of Frobation Feriod (TR-020) CrvDODHAR
Completion Of Probationary Period (TR-007) CIDODHR
Completion Of Frobationary Period (To Supervisor) (AR-007) CIWDODHR
Completion Of FrobationaryTrial FPeriod (REW-02) ChvDODHR
Completion Of SupervisorybManagerial Probation Period (TR-019) CIDODHR
Completion Of Trial Period (TR-021) CIWDODHR
Comversion Of Intermittent Employee(s) G<INTCY) CrDODHA
Current Status Of Emplovee's Security Clearance (SECMNAN CIWDODHR
Diate Position Obligation Expires (POBLEX) CIWDODHR
Deletion Of Career Program Registration (DELCPR) CrDODHR
Education And Training Brief (EDTRER) CIWDODHR
Eligibility For Thrift Sawings Flan Letter [TSPFER) CIWDODHR
Eligibility Of Comversion To Career Conditional Appaintment (CONHCF) CIDODHR
Ermployee Record Audit (RECALD) CIWDODHR
Ermployee's Maotice Of Official Perdformance Rating Of Fully Successful (NY-002) CIWDODHR
Ermployees Obligation Added (KOBLIT) CrDODHR
Ermployees Who Hawve Changed Obligated CPCNS (XOBLIZ) CIWDODHR
Ewvaluation Of The Job Analysis Frocess (JOBARMNL) CrvDODHAR
Expiration Of FERS Transfer Decision Period (FERSES) CrDODHR
Expiration Of Trawvel Agreement (<TWLAG) CWDODHF -
| I 4

Continued on next page
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Chapter Overview, Continued

Accessing the Submit
Requests Window

Step Action

1 From the Navigation List, click Processes and Reports — Submit
Processes and Reports — <Open>.

The Submit Requests Window displays:

B Submit Requests BE

Type | Request vl Marme

Parameters !

— Print Options

Copies
Style

Frinter

X Save Qutput

. Run Options

Fiesubmit = 1 Day(s) vI

From | Completion .1
To Start iuq-MAY-ZUUU 13:31:35

End Resubmission

~— Submission History

Note: Usethe table that follows to enter the appropriate

information in each of the data fields of the Submit Requests
Window.

Type Name Farameters Reguest|D

¥

I

Region/Data What to Enter
Field
Type Request should be displayed in thisdata field. If it isnot,

click thearrow =| totheright of the data field to display
the drop-down menu. From the menu click Request.

Continued on next page
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Chapter Overview, Continued

Accessing the Submit Requests Window (continued)

Region/Data
Field

What to Enter

Name

4

Click your cursor in the Name data field.

Click theLOV illj on the Toolbar.

Click the name of the request (report or program) that
you want to run from the LOV.

Note: Thelist of reports and programs from which you can
select is based on your log-on responsibility.

Parameters

If you selected a report request that requires parameter
values, a Parameter s Window automatically opens.
Parameters are values that restrict information displayed in
your report request.

& Example:
=10 x|

Mame |Position Hierarchy Report

Parameters I

I Parameters H=1 E3

Effective Date ||

Fosition Structure

“ersion

Farent Position

Holders Shown =

KIS :
Clear | Cancel | 0K I

Usethe LOV illj in the Par ameter s Window to
select avalue for each data field in the Parameters
Window.

Click <OK>.

The Parameter s Window closes and the parameter values
display in the Parameters data field.

& Example:

. o= =
Mare |Position Hierarchy Report

Pararneters |15JUN-1993.CIVDOD Reporting Hierarchy.1.CMO001OPERSONI

Fundamentals. Reports
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Chapter Overview, Continued

Accessing the Submit Requests Window (continued)

Region/Data What to Enter
Field

Print Options

Region

Copies If you want to print more than one copy, type in the number
of copies you want to print.

Style %$I
Click the LOV :=F1 onthe Toolbar if you want to select a
print style other than that which is displayed (some requests
may have a required style option that you cannot change).

Printer %ﬁl
Click the LOV :=F1 onthe Toolbar if you want to select a
printer other than that which is displayed (some requests
may have a required printer option that you cannot change).

Save Output ¥ Save Qutput _

An"Xx" inthe Save Output check box
allows you to view your report on-line. If you do not wish
to view the report on-line, click the check box to deselect
this option.

Run Options
Region
Resubmit In the Run Options Region, you define when you want

your request to run.
Click thearrow =l totheright of the Resubmit data
field to display a drop-down menu.

Run Options ———
( Resubmit |Mever j

Click a resubmit value from the menu:
At - if you want to run thisreport again, at a
specific time.
Interval - if you want to run thisreport again, at
a specific timeinterval.

Never - if you want to run thisreport just once
(that is, if you do not want to specify another
time for the report to run again).

Fundamentals. Reports
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Chapter Overview, Continued

Accessing the Submit Requests Window (continued)

Data Field

What to Enter

Resubmit,
continued

If the resubmit value you select is At or Interval, additional
data fields will display.

If you select At, aTime datafield displays. Typeinthe
time of day you want to resubmit your request. This
data field accepts values based on a 24-hour clock, using
the format HH:MM:SS.

& Example:

Run Options
( Resubmit Time [11:01:42

Ta Start |U'|‘JUN—'|33U [LUETEET] End Resubmission

If you select I nterval, several new data fields display so
you can specify the interval of minutes, hours, days, or
months that you want to wait before the request is
automatically resubmitted. Y ou can also specify
whether to count your interval from the requested start
time of the request or from the completion time of the
request.

& Example:

Run Options
Resubmit - 1 Day(s) - From |Completion -
¥ |Lompletion I~
End Resubmission

To Start |U1-JUN-133H LUETEET)

To Start

Enter a sart date and time to indicate when to submit the
request. You can ether type in a date and time or you can
click the LOV on the Toolbar to enter the date and time
using the calendar feature.

& Example:

Calendar

4=|=p| June 1998 4+ *l
Run Options —————— 31 “ 3
To Start |01-JUN-1998 10:03:00 4 15 16 17 18 19 20

01-JUN-1908
10 <flez <[@am Cem

oK

Cancel | i

Fundamentals. Reports
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Chapter Overview, Continued

Accessing the Submit Requests Window (continued)

Data Field

What to Enter

End Resubmission

If you have selected At or Interval in the Resubmit data
field to specify a resubmission, you need to type an end date
in the End Resubmission data field to specify when to end
the resubmission of your request.

Submission

History Region

Type Displays type of report.

Name Displays Name of Report selected from the LOV.
Parameters Provides a summary of parameters completed.
Request I1D A request I D isautomatically assigned to each request

submission so that you can identify the results of the request
when it is complete.

Y ou can use the Request ID to query for your request output
in the Concurrent Requests Window.

A new request I D isalso automatically assigned to each
resubmission of arequest and displaysthe request ID in the
log file of the previous request.

Fundamentals. Reports
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User Requested Reports

Pur pose Using the Submit Requests Window, you can submit a request to run a
report or program that can be:
Run now or at alater time.
Run automatically, at a frequency you specify.
Run more than once, with different parameters each time.
Viewed on-line.

Submitting a 1
User Requested Note: Some reports cannot be run without using an SQL tool. The
Report System Administer will be responsible for these reports.

Step Action
1 After you login, select the role assigned to you for your
responsibilities and click <OK>.

2 From the Navigation List displays. Click Submit Processes and
Reports.

Click <OK>.

3 The Submit Requests Window displays. With your cursor in the
Name data field, click the LOV for alist of all reports.

B Submit Requests M=
Parameters |
— Print Options
Copies
Style
Printer X Save Output
- Run Options
Fesubmit | Never :l
Tao Start [ZU-SEP- A9:15 End Resubmission
~— Submission History
Type MNarme Farameters Request D

Continued on next page
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Submitting a User Requested Report (continued)

Step

Action
The Reports Window displays. Select the needed report and click
<OK>.
! Heports !
Find I%
Narne Application
Acguisition Da COCT) Cl D0 DH
cquisition Employee Career Brief (ACOBR1) CVDODHF—
tuchrance MNotice To Complete Action - Retirement Processing (RETCHIK) CHDODHR
tchvance MNotice to Complete Action - Retirement Processing (To Civilian Pay) (P2 CWVDODHR
ppraisal For Step Increase (WiGSIH04) CIVDODHR
Career Brief - Retention Register Supplement (CARBRH) CHDODHR
Cetification Of Investigation (INVEST) CDODHR
Civilian Employee Lhility Erief (UTBRF4) CHDODHR
Civilian Training MNomination (NOMRIF) CHDODHR
Completion Of Frobation Period (TR-0207) CvDODHR
Completion Of Probationary Period (TR-007) CIVDODHR
Completion Of Probationarny Period (To Supervisor) (AR-007) CHDODHR
Completion Of ProbationaryTrial Period (REW-02) CvDODHR
(Completion Of Supervisory/Managerial Probation Period (TR-0149) CIVDODHR
Completion Of Trial Period (TR-021) CHWDODHR
Corversion Of Intermittent Employvee(s) <INTCW) CDODHR
Current Status Of Employee's Security Clearance (SECHNAN) ChvDODHR
Date Position Obligation Expires (POBLEX) CHWDODHR
Deletion Of Career Program Registration (DELCPR) CDODHR
Ecducation And Training Brief (EDTRER) ChvDODHR
Eligikility For Thrift Savings Flan Letter (TSFFER) CHWDODHR
Eligibility Of Corversion To Career Conditional Appointment (COMNHCR) CvDODHR
Employee Record Audit (RECALID) ChvDODHR
Employee's Notice Of Official Perdformance Rating Of Fully Successful (MW-002) CHWDODHR
Employees Obligation Added (<0OBLI) CvDODHR
Employees Who Hawe Changed Obligated CPCNS (<OBLIZ) ChvDODHR
Ewaluation Of The Job Analysis Process (JOBANL) CHWDODHR
Expiration Of FERS Transfer Decision Period (FERSES) CDODHR
Expiration Of Trawvel Agreement (<TWLAG) CDODHF -~
Al >

Note: Each report has a specific Parameter s Window which
displays when selected. Examples of sample Par ameter

Windows follow.

Fundamentals. Reports
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User Requested Reports, Continued

Examples of Parameter

Windows
Report Par ameters

Batch Print

Notification 01_c y A Neme

Pa‘mnnd ACtI ons = Parameters B : JH[=] E3
)
Emplayee Name I =

MNOA Code
FOI

Organization

From Effective Date
Tao Effective Date
Fieprint Printed SF50s [No
Front Page ves |

Back Page |Mo

A D
Clear Cancel | 0K I

Education and m—
Training Brief =
DATE |08-SEP-1999 =
S3AN (699-72-3195 Asg Id: 5383 NAME: Hefiner, Charles ¥
REQUESTOR/REASON {15 cher) |TTT EXAMPLE
delivery_set id NONE -
A ’
Clear Cancel | 0K |
Generate Suspense
Reports and _lil
epo San W MName |Generate Suspense Reports and Transaction Registers
Transaction Registrars Paremeters |
I [ Parameters |_ [Tl x]
£a ?

Process Date "7 Save Output
Clear | Cancel | ’TI

Continued on next page
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User Requested Reports, Continued

Examples of Parameter Windows (continued)

Report Par ameters
52 Tracker

= Parameters O]
&2

Grouphox Name
Start Date
End Date

Payy Plan [ex. G5, GM, etc]

Oce Series [ex. 0201, 6307]

Grade Level [ ex. 04, 05 etg]

Organization

Requested Action
NOA [ex. 0100, 0721]

Status

SF52 Request Number
Report Type [ex. CLOSED, OPEN] [OPEN
PeportMNams |TRACKING

Agency Code
P_EFFDATE |EFFECTIVE DATE

p_user_name =

N [
Clear Cancel | OK i

Pay 500

= Parameters =]

SERVICING_OFFICE_ID (X =
START_DATE (02-SEP-99
END_DATE 03-5EP-99
PAYROLL_OFF_ID

Clear Cancel | (0] 4 I

Continued on next page
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User Requested Reports, Continued

Submitting a Request (continued)

Step

Action

5

Complete the appropriate data fields needed and click <OK >,

6

The Print Options Region populates with 1 in the Copies data
field, Style data field indicates Landscape, Portrait, etc., as
determined by the report, and the Printer data field populates with
your printer name. Y ou can override these data fields.

Note: If you want to view your output on line, leave the Save
Output checkbox selected.

The Run Options Region populates with “Never” in the Resubmit
datafield. Y ou can use the drop-down menu to changeit to
“Interval.”

Notes: If you want the request to run more than once, select
“Interval.” Thefirg datafield displayswith 1 Day(s). This
indicates you want to resubmit the request in 1-Day Intervals from
the start date and time. Everyday from the Start Time the request
will be submitted.

If you select At: inthe Resubmit data field, you can set the
request to run at a specified date and time. The request will run
every day at the specified time until you cancel the request or enter
a date and time in the End Submission data field.

— Run Options

Resubrmit 1 |Day(s) v!| From | Completion v!|
To Start [U/-ULT-T99Y 19:33:12 End Resubmissian

The To Sart data field popul ates with the current date. Y ou can
override this data field.

Click <Submit>. The Submission History Region populates with
the four columns, Type, Name, Parameters, and Request ID.

Submission History

Type Marne Parameters Request 1D
=~ WReport Position Hierarchy Report 15-JUN-1998.CIVDOD Reporting Hierarchy.’4885

FRM-40400: Transaction complete: 1 recards applied and saved
Count; 0

Fundamentals. Reports
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Viewing a Requested Report

Purpose After you have submitted a report request, you may want to view its status.

Or, if it isnot scheduled to run yet, you may want to change some aspects of
the request’ s processing options. Y ou can view the status or change options
through the following windows:

Concurrent Requests Windows (summary and detail)
Requests Window
Completed Requests Window

Viewing Navigation Path What You Can View
Window
Concurrent Navigation List — Progress and output of all of your
Requests Processes and Reports — | submitted concurrent requests, check
Windows View Requests to see if your request hasrun, and
-Summary | Or change aspects of arequest’s
- Detall Main Menu Bar processing options.
Help— View My
Request
Requests Navigation List — Progress and output of all of your
Window Processes and Reports — | concurrent requests that are scheduled
View Requests — to run in the next 24 hours, have
Or completed within the past 24 hours, or
Help — View My are currently running.
Requests
Completed | Navigation List — Output of only your completed
RQCIU&“S Processes and Reports — | requestsonly.
Window View Reports

Fundamentals. Reports
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Viewing a Requested Report, continued

Navigating to the Concurrent
Requests Window

Step Action

1 To access the Concurrent Requests Window, from the
Navigation List — Processes and Reports — View Requests —
<Open>.

- Mavigator - US Federal HR Manager

Processes and Reports:View Requests

View any requests submitted for processii

+ View -
- Processes and Reports
Submit Processes and Reports
View Requests

View Reports

2 The Concurrent Requests Summary Window displays:

Reguest ID Parent

4\
T+

Program Requestor Fhase Status ‘ Priorit

i

Cancel Request Hold Reqguest | | Open I

3 Y ou will need to run a query to view the requests submitted. The
table below describes this process.

Continued on next page
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Viewing a Requested Report, Continued

Running a Query to

View Requests
To View... Do This...

Just Your - Click Query — Run from the Main Menu Bar.

requests Or
Click [F8].

All requests 1. Click Query — Enter from the Main Menu Bar.
Or
Click [F7].

2. Typethe percent sign (%) wildcard character (your
cursor should automatically be in a data field).

3. Click Query — Run from the Main Menu Bar.
Or
Click [F8].

lf,g Note: Your ability to view the requests of other usersis
based on your report access level, which is established by
your system administrator.

Continued on next page
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Viewing a Requested Report, continued

Viewing
Information in
the Concurrent
Requests
Summary
Window

After you run a query, you will see alist of requests, including the Request
ID, thetitle of the report or program, and the name of the requester.

Theright side of the Concurrent Requests Summary Window is called an
“aternativeregion.” Thereisa drop-down menu that, when clicked, displays
alternative information categories that will display additional information
about the requests.

Drop-Down Men“\ Alernative Region

1
Concurient Requests Summary i I
Reqguest 1D Parent
Program Requestor Phase Status Priotity
‘:-1943 Initiate Process Future LARAMORJ Pending Scheduled 50
4942 Deactivate Concurrent SYSADMIN Completed Normal 0
| 4941 Periodic Alert Schedul WETHD Pending Scheduled 50
[ 4940 Notification of PersonnMOYL Completed Normal 9
| 4939 Priority Special PlacerMOYL Completed Error 50
_4933 YETS-100 Vaterans EmMCHKHMIGC Pending Schaduled 50
_493T Notification of PersonnBALDERAL Completed Hormal 9
1936 DCPS PAYROLL INTERWHITACRF Completed Normal 50
| 4935 Mandatory OR Desired WHITACRF Completed Normal 50
4934 Expiration Of FurloughWHITACRF Completed Normal 50
| 1933 Mandatory OR Desired WHITACRF Completed  Normal 50
4932 NAF Form 2545 1 (NAF-WHITACRF Completed Hormal 50
d_4931 Initiate Process Future WETHD Completed Hormal 50
Cancel Request | Hold Request | ‘ Open I

Click the drop-down menu arrow '™l to the right of “Details’ in the alternative
region. A list of alternative information categories will display.

E Concurrent Requests Summary M=l E3

Reguest 1D

| Program Requestor 8 Fxec
= Print Options
Resubmission

The table that follows indicates what information is available through each
menu item, and which request processing options can be edited.

Priority

Continued on next page
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Viewing a Requested Report, continued

Viewing I nformation in the Concurrent Requests Summary Window (continued)

Drop-Down I nformation Displayed
Menu I tem
Details Thisisthe default region that displays automatically when

you navigate to the Concurrent Requests Window. Inthe
detailsregion you will see the phase and status of the request,
the request ID of the parent request if the request is part of a
request set, and the priority of the request.

Concunient Regquests Summary =10l =
Reguest 1D Parent
‘ Program Requestar Phase Status Prigrity

~ 4943 Initiate Process Future LARAMOR.] Pending Scheduled 50
4942 Deactivate Concurrent SYSADMIN Completed Normal 0

Request Dates | If you click Request Dates from the drop-down menu, you
will see when the request was submitted and when it is
scheduled to start.

Y ou can alter the start time of a request from within this
window if it has not yet started (edit the data field and then

save the change).
k Concurrent Requests Summary
—t
Request 1D
| Program Reguestor Submitted To Start
> Initiate Process Future LARAMOR.] 18- JUN-1998 05:30:52 19-JUN-1998 05:30:30
4942 Deactivate Concurrent SYSADMIN 18 JUN-1998 00-10:06 18 JUN-1998 00:10:06
Execution If you click Execution Dates from the drop-down menu, you
Dates will see when the request started and when it compl eted.
Concurrent Requests Summary ol x]
CETCCE
Request D
‘ Program Requestar Started Completed
= 4943 Initiate Process Future LARAMOR.)
1942 Deactivate Concurrent SYSADMIN 18-JUN-1998 00:12:11

Continued on next page
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Viewing a Requested Report, continued

Viewing I nformation in the Concurrent Requests Summary Window (continued)

Drop-Down

Menu ltem
Print Options | If you click Print Options from the drop-down menu, you
will see the number of copiesthat will print, the name of the
printer, and the print style of the output.

If the request has not yet started, you can edit the print
information from within this window (edit the data field and
then save the change).

I nformation Displayed

Concurrent Requests Summary 8 [=[ 5
Pincoptons 1
Request 1D
Program Regusestor Copies Printer Style
= 4943 Initiate Process Future LARAMOR.J 1 bId663_p035dps Portrait
:Edﬂﬂ Deactivate Concurrent SYSADMIN 0 bId663_p035dps Portrait

Resubmission | |f you click Resubmission from the drop-down menu, you
will see resubmission information for each request.

If arequest has not yet run, you can specify a time when the
request should be resubmitted, or an interval for
resubmission. Y ou can also specify an end date. From
within this window, edit the data field and then save the

change.
Concunient Requests Summary
=
Request [D Time
Program Requestor — Interal From End Date
= 4943 Initiate Process Future LARAMOR. 1 |Days Start of Regue
:EJHAZ Deactivate Concurrent SYSADMIN

Continued on next page
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Viewing a Requested Report, Continued

Viewing a If you want to see a complete summary of information for just one requedt,
Complete you can do so without having to click through each alternative region. To do
Summary for a 0

Single Request '

In the Concurrent Requests Summary Window,
Click the current record indicator box of the request.
Or
Click in any data field of the request, then click <Open>.

€ Example:
Current - et rn e ararntra s enn o b e e arnann e e -
Record 4941 Periodic Alert SchedulWETHD Pending Scheduled a0
- 4940 [Notification of Person MOYL Completed Normal 9
Indicator
4939 Priority Special PlacerMOYL Completed Error 50

The Concurrent Requests Window displays.

€ Example:
E Concurrent Requests -] x] I
Reguest IO Program Motification of Personnel Action Requestor MOYL
~ Details
Phase Completed Statys Normal
Parent 4940 Printity |9_
[ Run Alone ™ Sequential X Enabled

Pararmeters (Secured)

Completion Message Mormal completion

— Dates sl
Submitted 17 -JUN-1998 17:10:39 Tie |
To Start [17-JUN-1998 17:10:39 el =
Started 17 -JUN-1998 17:10:49 e .
Completed 17-JUN-1998 17:10:57 Sl e =
— Printing
X Save Output Copies [
Printer |h|d863_p0354ps Style |CIV, portrait, letter, 12 cpi

Y ou can also change the options for a request in this window, by editing the
data field(s) and then saving the changes (see Changing Request Options).

Continued on next page

Fundamentals. Reports Mod 1, Chap 8, page 23



August 25, 2000

Viewing a Requested Report, Continued

Phase and

Status Pend| ng
Running
Completed
I nactive

A concurrent request has a life cycle consisting of the following phases:

During each phase, a request has a specific condition or status.

The Concurrent Request Summary Window (Details alternative region)
and the Concurrent Requests Window display a phase and status summary
for each concurrent request listed.

The table below lists each phase/status combination and describes its

meaning.

Phase

Status

M eaning

Pending

Normal

Request iswaiting in queue to run.

To view your request’s position: inthe
Concurrent Requests Summary Window,
click the request record, then click Special —
M anager s from the Main Menu Bar.

Standby

Program to run the request isincompatible with
other program(s) currently running.

Scheduled

Request is scheduled to start at a future time or
date.

Waiting

A “child” request iswaiting for its“parent”
request to mark it ready to run. For example, a
request in arequest set that runs sequentially
must wait for a prior request to complete.

Running

Normal

Request is running normally.

Paused

“Parent” request pauses for all its“child’
requeststo finish running. For example, a
request set pauses for all requestsin the set to
compl ete.

Resuming

All requests submitted by the same “parent”
request (in arequest set) have completed
running. The parent request resumes running.

Terminating

Request has been canceled (via Cancel Request
button).
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Viewing a Requested Report, Continued

Phase and Status (continued)

Phase Status M eaning
Completed | Normal Request completed successfully.
Error Reguest failed to compl ete successfully.
To view a message explaining why it did not
complete in the Concurrent Requests
Summary Window, click the request record,
then click Special — Request Diagnostics
from the Main Menu Bar.
Warning Request completed with warnings.
Canceled Pending or inactive request has been canceled
(via Cancel Reguest button).
Inactive Disabled Program to run request is not enabled. Contact
your system administrator.
On Hold Pending request has been placed on hold (via
Hold Request button).
No Manager | No manager is defined to run the request.
Check with your system administrator.
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August 25, 2000

The Requests
Window

Y ou can use the Requests Window to view alist of all of your concurrent
requests that are scheduled to run in the next 24 hours, have completed within
the past 24 hours, or are currently running.

The Requests Window lists each request by request ID and displays the
phase, gatus, Program (Report) Name, and parameters used to run the

request.

To access the Requests Window follow this navigation path:

Navigation List — Processes and Reports — View Requests — <Open>.
The Concurrent Requests Summary Window displays. Click Help —
View My Requests from the Main Menu Bar.

Action Edt Query Go Folder Special
L] =
Hzldv| 2mlE

E Concurrent Requests Summary

Reguest D

| Pragram

=

Help

‘windaw

‘window Help
Oracle &pplications Library
Eeyboard Help....

Dizplay Databaze Error...
Tools 3

“Wiew My Fequests

About Thiz Record...
About Oracle Applications...

Requests Window Data

Requests [_[O]
I Reguest D Phaze Status Pragram MName Faramatars I
;LJ.QIH Pending Scheduled VETS.100 Veterans Employi101, 03-MAR-1958, 05.MAR-1935,
Requests Window = v ES— | | - = I

Buttons equest Log Repo Diagnostics
Click to display a Click to display the Click to display when a
log of how a output of a successfully request completed or
request ran completed request diagnostic messages if

it did not complete
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Viewing a Requested Report, Continued

The Completed Y ou can use the Completed Requests Window to view alist of all of your
Requests completed concurrent requests.

Windo
neow The Completed Requests Window lists each completed request by request
ID, Program (Report) Name, and parameters and competing text.

To access the Completed Requests Window follow this navigation path:
Navigation List — Processes and Reports — View Reports.

Completed Requests Window Data

Completed Requests

Reguest (D Program Name Parameters Cormpletion Text
- VETS-100 Weterans Employment101, 03-MAR-1998, 05-MAR-1CIWDOD01125 Concurrent Mana
Completed Requests ety | | Report
Window Buttons
Click to display a Click to display the
log of how a output of a successfully
request ran completed request

Continued on next page
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ted Report, Continued

Viewing Your Y ou may need to seeif your request is running, or if it is completed, or if
Requests there are errors.

Step

Action

1

Click Help on the Main Menu Bar, then click View My Requests.
The Requests Window displays with five columns. The Phase
column indicates if the report is Running, on Stand by, Compl eted,
etc. The Satus column indicatesif it isin Normal, Warning, or
Error.

Wroquess —__ mEE|
Regquest D Phase Status Program Narme Pararmeters
_‘_!l 623773 Completed Normal SF-52 Tracking Actions 56. 08-OCT-1999. 08-DEC-199
1623714 Pending Scheduled Req for Personnel Ac3000. HAYELC
—1 1623696 Pending Scheduled CAO Batch Process (None)
[ 1623407 Pending Scheduled CAO Batch Process (None)
[ 1622899 Completed Normal CAQO Batch Process (None)
[ 1621922 Completed Warning Request for Personnel Ac3000. HAVELC
[ 1621902 Completed Normal CAQO Batch Process (None)
[ 1621614 Completed Normal CAQO Batch Process (None)
[ 1621111 Completed Normal CAQO Batch Process (None)
[ 1620279 Completed Warning Request for Personnel Ac3000. HAVELC
[ 1620259 Completed Normal CAQO Batch Process (None)
[ 1619965 Completed Normal CAQO Batch Process (None)
[ 1619454 Completed Normal CAQO Batch Process (None)
L—IBIBSBB Completed Warning Request for Personnel Ac3000. HAVELC
Request Log | Report | | Diagnostics

Click <Diagnostics> if you have problems. The Request
Diagnostics Window displays and provides an explanation.

mﬂequesl Diagnostics M= E3 i
-

EeguestID 1615351
Phase Completed
Status ¥Warning

Mame Request for Personnel Action

‘This request finished with a warning and produced the following completion =
message: APP-01243 AFPEOT cannot print the output file for your concurrent
request 1615351

The processing began on 03-OCT-99 14:44:32 and ended on 03-0CT-99
14:44:45. You may find more information on the warning in the request log or
the concurrent manager log.

Talk to your system administrator if you need assistance.
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Changing Request Options

Pur pose Y ou can change the processing or print options of a request if the request has
not yet started running.

Changing Request
Options

Step Action

1 | Navigateto the Concurrent Requests Summary Window:

- From the Navigation List, click Processes and Reports — View
Requests — <Open>.

The Concurrent Requests Summary Window displays.

2 | Query for Your Request:

Click Query — Enter from the Main Menu Bar.
Or

Click [F7].

Type search datain one of the data fields, using the percent sign (%)
wildcard character if needed.

Click Query — Run from the Main Menu Bar.
Or
Click [F8].

3 | Click the request record you want to change.

Continued on next page
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Changing Request Options, Continued

Changing Request Options (continued)

Step

Action
Follow the procedures below, depending on what change you want to
make:
To... Do This...
Place a hold on a Click Hold Request |

request

A request on hold does not run until you take it
off hold.

Notice that the Hold Request button has been
replaced with a Remove Hold button.

Remove a hold on

. Remove Hold
a request Click |
(If your cursor ison arequest that has been put
on hold, the Hold Request button is replaced
with a Remove Hold button.)
Change the: 1. Click | 2pen | to navi gate to
Start date and the Concurrent Requests Window.
time

Print options

Resubmission
options

2. Edit thedatainthe To Start data field of
the Printing region.

-
Click Save M on the Toolbar

OR

Action —_Save on the Main Menu Bar.
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Canceling Requests

Purpose Y ou can cancel arequest if the request has not completed running.

Canceling a
Request/
Resubmission

Step Action
1 | Navigateto the Concurrent Requests Summary Window:

- From the Navigation List, click Processes and Reports — View
Requests — <Open>.

The Concurrent Requests Summary Window displays.
2 | Query for the Request you want to cancdl:
Click Query — Enter from the Main Menu Bar or click [F7].

Type search data in one of the data fields, using the percent sign
(%) wildcard character if needed.

Click Query — Run from the Main Menu Bar or click [F8].
3 | Click the request record you want to cancel.

4 Cancel Request |

Click

.
Click Save ..@ on the Toolbar or Action —_Save on the Main
Menu Bar.

The request will not be canceled until you save the action.

1/} Note: If the request you canceled isin the Running phase, the current
run stops but the resubmission does not. Follow the procedure in step
6 to cancel resubmissions.

Canceling a
Resubmission

Step Action

1 |If therequest you canceled isin the Running phase, the current run
stops but the resubmission does not. To cancel resubmissions:

Click Resubmission from the alternative region drop-down menu in
the Concurrent Request Summary Window.

2 | Changethedatain the Interval datafield of the request to “0".
Or
Change the End Date to a date that has passed.
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Reprinting Requests

Purpose To provide information to reprint the output, after a request isrun.
Reprinting a
Request

Step Action

1 | Navigateto the Concurrent Requests Summary Window:
- From the Navigation List, click Processes and Reports —
View Requests — <Open>.
The Concurrent Requests Summary Window displays.
2 | Query for the Request you want to reprint:
Click Query — Enter from the Main Menu Bar or click [F7].

Type search data in one of the data fields, using the percent sign
(%) wildcard character if needed.

Click Query — Run from the Main Menu Bar or click [F8].
3 | Click therequest record you want to reprint.

4 | Click Special — Reprint... from the Main Menu Bar.
A Reprint Options Window displays.

E Reprint Options

Copies Iﬂ—
Prirter [b111_p0146ps
Style CIV, Landscape, letter, 12 cf

Cancel | 0K I

5 | Sdlect the printing options you desire and click <OK >,

|
Click Save ..@ on the Toolbar or Action — Save from the Main
Menu Bar.
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